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Whether you are teleworking temporarily due to COVID-19 or have made 

arrangements with your supervisor to telework permanently, you need to 

complete the acknowledgement form.  Workday allows you to access 

Request to Telework Acknowledgement in two ways (choose either 1 a & 

b or 2 a &b.  Starting with 3, steps are the same.).  NOTE: Page 4 shows 

how to find your submitted request. 

1. From the Home page: 

a. Click the Requests worklet icon             in the Applications section 

 

b. Click Create Request under Actions 

 

 

OR 

2. From the Home page: 

a. Type Create Request in the Search box 

 

 

b. Click on the Create Request option 

 

 

 

 

Note: From this point, the remaining steps are the same 

 

3. Type Telework in the Request Type box 

 

 

 

4. Press the Enter key 

5. Select Request to Telework Acknowledgement 
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6. Click  

7. Complete the Request to Telework Acknowledgement form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a. Select Type of Telework Request 

 

 

 

 

 

 

b. Select either Telework a Consistent Schedule (i.e., telework the 

same day(s) of the week every week OR Flex Telework Days 

Across Weeks (i.e., may telework different days of the week each 

week) 

 

 

 

i. If you select Telework a Consistent Schedule, click the menu 

icon and then click the days of the week you wish to telework 

each week 

 

 

 

 

 

 

 

 

 

ii. If you select Flex Telework Days Across Weeks, describe your 

plan for flexing your teleworking schedule 
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c. Type in the DOT-owned equipment you received for the purpose of 

teleworking - include G numbers, if applicable 

d. After reading your responsibilities, click in the Date field and type 

in the date 

 

e. Add comments as necessary 

f. Review your answers and click  

 

8. Once you click the Submit button, the request is routed to your 

manager for review.  To find the disposition of your request, click on 

your Notifications           icon. 

 

 

 

9. Your request will have one of the following three dispositions: 

a. Request – Done (request approved) 

 

b. Request – Denied  

 

c. Request – Duplicate 
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10. To see if you requested to telework or view what you requested or see 

the status or resolution of your request, click the             worklet icon on 

your Home page 

 

11. Click on  

 

 

12. Click on the blue text to review your request 

 


